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NAVMC 11783 (Rev. 10-12) (EF)
QUALITY ASSURANCE DIVISION CHECKLIST
1. Does the QA maintain a turnover binder that contains a quarterly review sheet and the minimum required entries? (2-4.3.A.1)
 Adobe LiveCycle Designer 9
2. Are all QAI appointment letters maintained in the turnover binder? (2-4.3.C)
3. Does the QAM ensure QAI's meet and maintain the minimum qualifications? (2-4.3.A.5, 2-4.3.C)
4. Does the QAM enure the QAI selection process is followed? (2-4.3.C)
5. Does the QAM maintain records of QA inspection results? (2-4.3.A.1.G, 2-4.4.A.1, 2-4.5.A, 2-4.7.C.6)
6. Does the QAM ensure that quarterly inspections are scheduled and the schedule published? (2-4.7.A)
7. Does the QAM ensure that the quarterly inspections are conducted IAW the published schedule? (2-4.5.A)
8. Does the QAM maintain inspection results in the turnover binder? (2-4.3.A.1.G, 2-4.5.A, 2-4.7.C.6)
9. Does the QAM ensure all maintenance publications and maintenance requirement cards (MRC) are used to define and control maintenance activities? (2-4.5.B.1)
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10. Does the QAM maintain an established training program on inspection procedures? (2-4.3.A.3, 2-4.5.B.3)
11. Does the QAM utilize a weekly production report to ensure that inspections are satisfactorily conducted by the QAI on  completed maintenance? (2-2.4.E.6, 2-4.5.B.5)
12. Does the QAM maintain a weekly production report for a period of six months? (2-4.5.B.6)
13. Does the QAI inspect and document all work in Track-It? (2-2.4.E.6, 2-2.6.A.6, 2-4.6.A)
14. Does the QAI ensure all backups are verified and contain QAI sign-off? (2-3.8.E.2, 2-3.8.H.6, 2-4.6.F.5)
15. Upon completion of a QA inspection, is an After-Action report generated and given to the appropriate authority? (2-4.7.C.4)
16. Are inspection results maintained in the turnover binder for a minimum of two years? (2-4.7.C.6)
17. Are corrective action forms maintained in the turnover binder for a minimum of two years? (2-4.7.C.6)
18. Are trend analysis reports maintained in the turnover binder for a minimum of two years? (2-4.7.C.6)
19. Does the QA sign off the appropriate fields in the Track-It database to reflect maintenance completed? (2-4.8)
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